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RECORDS RETENTION AND DISPOSAL SCHEDULE

Department of Juvenile Services-Headquarters

Administrative Services

AGENCY

OI VI SiON

Description

~Retention

Shipping and Receiving Reports

Reporfg that are used to show that equipment and
. supplies have been delivered.

Lease Document

Lease-Document approved by Board of - Public Works
to lease space. Contains approval date and ‘
Board Item. »

Addition to Inventory Form

Forms used to make additions to inventory.

Report of Stolen or Missing Property

Form used to report stolen or missing property.
Has DGS stamp approving removal from inventory.

Materials and Supplies Physical Inventory Records

Forms used to record the phys1ca1 1nventory
taken of supplies and mater1als

Report of Materials and Supplies

Report filled out annually and sent to the
Department of General Services.

‘ Schedule hpn‘ by Dopm'. V Sdnid.lo_Aodwd!od by
Agency, or Divisien Representetive : .

5170 Yo p%ﬂ_%w t)ro/5

Date Tirle / Dﬁ/

Retain for three (3)
years and until all audit
requirements have been
fulfilled, then destroy.

Retain for three' (3)
years after lease
terminiates and until all
audit requirements have
been fulfilled, then
destroy.

Retain for three (3)
years and until all audit
requirements have been
fulfilled, then destroy.

Retain for three (3)
years and until all audit
reguirements have been
fulfilled, then destroy.

Retain for three (3)
years and until all audit
requirements have been
fulfilled, then degtroy‘PEﬁg

et
i
o b

Retain for three (3) = .,
years and until alltaudit
requirements have been
fulfilled, then destroy
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RFTIVARIIRN RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
b v LS ! (CONTINUATION SHEET) No. 1252
| PAGE
No. 2 of 2
rem
. L__Nc. Description Retention
7 Equipment Inventory System Transfer of Equipment Retain for three (3) years
Form used to transfer equipment from one unit or andAunt11 all audit reQU1re_
roject to another unit or project. ments have been fulfilled,
p then destroy.
8 Excess Property Declaration Retain for three (3) years
Form used to record property that is excess and and.unt11 all audit requTre—
- . . . . ments have been fulfilled,
removal” from inventory. Has DGS stamp approving ,
.- 4 . - then destroy.
the disposal.
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ALSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORLIARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANRAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 YATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 pace | or .8
__‘ 380-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIViISIOoN 3. WNIT
Dept. of Juvenile Services Administrative Services Headquarters

DEF INITION-RECORD SERIES.” 9NCUF OF RXLATED

RECORDS NORMALLY F]LED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
Shipping and Receiving Reports

AND USKD AS A UNIT PFOR

ITION PURFPOSER

5. EARLEEST YEAR/LATEST YEAR
1989 40 1990

8. RECORD SERIES DESCRIPTION (Illl'l.Y DESCRIBKE THE TYPES OF IH'OM'I’IONIDOCWTI_I"OM FOUND

‘1N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES |

Reports that are used to show that equipment and éupplﬁes have been delivered.

7. RECORD SERIES FORMAT(S)

BXLETTER S1ZE O MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE
BoOK O FLOPPY DISK

DO AUDIO TAPE O VIDEO TAPE

DO OoTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHAEBETICAL
R NUMERICAL

O CHRONOLOGICAL,

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)

NUMBER [ CTHER(SPECIFY)

3 pages-

O GEOGRAPHICAL

0 OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION

B riLe DRAVWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

1/2

11- piLe 1s useED

BXpaiLy C wEEKLY

12.

O MONTHLY NUNEEE

FILE BECOMES INACTIVE AFTER
O MONTH(S)

. B yEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
321 Fallsway,

Znd Floor

- Baltimore, Maryland 21201

0 YEs XXNO

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
tsr ves, sreciry saency or orrice)

13. ACCESS RESTRICTIONS

0 yeS
(1r vyxs, civx Law(s) & rxauLaTION(S)

B NO 16.

AUDIT REQUIREMENTS

D NonE B STATE O FEDERAL O INDEPENDENT.

17.

Oyes ¥ nNo

IS AN INDEX SYSTEM USED?T (1F YRES.E)OPLAIN .
BRIEKFLY AND DESCRIRE ANY HARDRARE/ SOFTWARK )

RECOMMENDED RETENT JION

Retain for three years and until all audit
‘requirements have been fulfilled, then destroy.

18. NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

20. TELEPHONE NUMEER

(301) 333-6874

21. DATE

July 27, 1990

DGS 330-4 {REVISED 2/87)




INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES, FORYARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOQX 273

AGENCY RECORDS INVENTORY

_' 330-1)

Dept.

2. 87
JESSUP, MARYLAND 20794 PACE — oF
1. DEFARTMENT /AGENCY 2. DIVISION ) 3.
of Juvenile Services Administrative Services Headquarters

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAESX

4. RECORD ERIES TITLE

Leases

AND USED AS A UNIT FOR

:ARL]:ST YEAR/LATEST YEAR
1987 4o 1990

| 6. RECORD SERIES DESCRIPTION (.Rllﬂ.Y DESCRIRE THE TYPES OF lHPOm‘I‘lOﬂ/DOCMTI,FOm FOUND
|

THE SERIES. INCLUDE THX

'S

PURPOSE OR FUNCTION OF THK SEFIES|

Lease - Document approved by Board of Public Works to lease space.

{ 7. RECORD SERIES FORMAT(S)

D LETTER SiZE U MICROFILM
¥ LEGAL S1ZE O COMPUTER TAPE
BOOK U FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
O cHRONOLOGICAL,
O GEOGRAPHICAL

¥ OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RUMBER 0 oryep(sPeciFY)

7 pages -

10. ANNUAL ACCUMULAT ION

10 leases U FILE DRAWER(S)
O MICROFILM REEL(S)

Location pern%%%ﬁﬁ'c COMPUTER TAPE(S)
e B OTHFR|SPECIEY)
i 11. piee 1S usED 12. FILE BECOMES INACTIVE AFTER
E DAILY O ¥EEKLY O MONTHLY 3 O MONTH(S) . B YEAR(S)
' 13. CURRENT LOCATION(S) (ELDG.,FLOCOR, ROCM )} 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
321 Fallsway, 2nd Floor t1r yzs, srecirFy raEncy on oFrice)
- Baltimore, Maryland 21201 EIF RS I B yes O no Dept. of General Services
15. ACCESS RESTRICTIONS OYES BN 16. AUDIT REQUIREMENTS
(ir yes, civx LAw(S) & rxauLaTION(S) i
O NCNE K STATE O FEDERAL 0O INDEPENDENT
17.

OQvyes B NO

IS AN INDEX SYSTEM USED? (1yr vYES.DOPLAIN
BRIKFLY AND DESCRIRE ANY HARDRARE./ SOFTRARK )

and until all

RECOMMENDED RETENTJON

fulfilled, then destroy.

Cgniea s

Retain for three years. after 1ease‘term1nates

audit regu1rements have been ﬁ
1

Sae v
"J\’ .

i
\

@

19. NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

20. TELEPHONE NUMEER

(301) 333-6874

21. DATE - = - -

1990

July 27,

DCS 350-4 (REVISED 2/87)
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INSTRYCTIONS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NE¥ OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 27% 3 8

PAGE or

_E:u-:) JESSUP, MARYLAND 20794 -

1 ARTMENT [ AGENCY 2. DIVISION 3. WNIT

Dept. of Juvenile Services Administrative Services Headquarters

DEF INITION-RECORD SERIES-A O7OUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
. REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORES

| . REcoRD sERIES TITLE =~ - 5. EARLIEST YEAR/LATEST YEAR

. Addition to Inventory Form 1988 o 1990

" 6. RECORD STRIES DESCRIPTION ‘.RIIFLY DESCRIBK THE TYPKS OF INPOMIATIONIDOCWTSIPOM FOUND

i . I TFHE SERIES. . INCLUDE THMEK PURPOSE OR FUNCTION OF THK SEFIES)
e

Form used to make additions to inventory.

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B LETTER SI1ZE O MICROFILM : O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUMBE
‘oum BoOK O FLOPPY DISK ' CHRONOLOG I CAL 1 sheet . = CTHER|SPECIFY)
O Aupto TAPE QO vi 'APE O GEOGCRAPHICAL
DEO T = ! 10. ANNUAL ACCUMULATION
DO OTHER(SPECIFY) C OTHER(SPECIFY) 100 sheetsD FILE DRAWER(S)
: per yr. O MICROFILM REEL(S)

RUNERRE 5 COMPUTER TAPE(S)
0 oreER(SPECIEYY

111 pire 1s useD 12. FlLE BECOMES INACTIVE AFTER
: O palLy | O wEEKLY O MONTHLY O MoNTH(S) . B YEAR(S)
HOWBER
! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
321 Fallsway, 2nd Floor .. : tir vyes, sreciry rcency or orrice)
) . ? : , O yvyEs 0O nNo
Baltimore, Maryland 21201
13. ACCESS RESTRICTIONS Cyes B No 16. AUDIT REQUIREMENTS

{(1r yes, c17x Law(s) & rEcuLATION(S)
ONONE B STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? YRS . >
l1r ves LAIN 18. RECOMMENDED RETENTION
BREIEFLY AKD DESCRIRE ANY HARDRARE/SOFTRARK ) . . .
. . Retain for three years and until all audit

Qyes & no requirements have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Thomas J. Gramil, Administrator (301) 333-6874 July 27, 1990

DGS 3350-4 (REVISED 2/87)




J4STRUCTIGNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS]ION
727% ¥YATERLOO RQAD

P.O. BQX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGe 4 or 8

Sninm—

1. DEFARTMENT/AGENCY
Dept. of Juvenile Services

2. DIVISION
Administrative Services

3. WNIT
Headquarters

DEF INIT 1GON - RECORD ERIES‘A GROUP OF RELATED RECORDS NORMALLY FlLED
- REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

AND UEED AS A UNIT FOR
i3

Report of Stolen or Missing Property

- A, YA/ T

| 6. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIBE THE TYPES OF INPOBIATION/DOCWTQ/'OM FOUND

| 4N THE SERIES.

Form used to report stolen or missing property.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFTES )
<

| 7. RECORD SERIES FORMAT(S) 8.
B LETTER SIZE

‘!.'EGAL S1ZE
BOUND BOOK

0 AUDIO TAPE

O MICROFILM

U COMFUTER TAPE
O FLOPPY DISK
Q VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
0 NUMERICAL
B CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUGMBER 1 OTHER( SPECIFY)

1 _sheet

ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
3 O MICROFILM REEL(S)

O COMPUTER TAPE(S)
]OMD QTHER(SPECIFY)

I11. pire 1s useD
Q paiILYy

0 wEEXLY & MONTHLY

12. F§LE BECOMES INACTIVE AFTER
o s . B YEAR(B
R MONTH(S) (8)

Ex:. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM)
3;//Cb/szyﬁyf 2Zpd AL o/

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sreciFy reEncy or orrice)
OYES B NO

O ST prpR e et 2126 2
Vd
13. ACCESS RESTRICTIONS OYEsS XS no

{17 vyes, c1Tx LAW(s) & mxautaTION(S)

16. AUDIT REQUIREMENTS

O NONE B STATE O FEDERAL 0O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1y yRsS.DPLAIN
BREIKFLY AND DESCRIBE ANY MARDBARE/SOFTWARK )

QO yEs B NO

L

§18. RECOMMENDED RETENTJON

Retain for three years and until all audit
requirements have been fulfilled, then destroy.

18. NAME AND TITLE OF PREPARER 20,

Thomas J. Gramil, Administrator

TELEPHONE NUMEBER

(301) 333-6874

21. DATE

July 27, 1990

DGS 350-4 (REVISED 2/87)
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YNSTRUCTIGNS- - TYPE OR PRINT A
SﬁPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7273 YATERLOO ROGAD .
¥ITH RECORDS RETENTION SCHEDULE P.O. BQX 273 ) 5 ‘8
PAGE - or
_'.‘."o'” JESSUP, MARYLAND 20794 ,
1.V DEFARTMENT / AGENCY " | 2. pivisien 3. wNIT
Dept. of Juvenile Services Support Services Headquarters

DEFINIT1ON - RECORD ERlESOA GROUP OF RELATED RECORDS NORMALLY FlLED

AND USKD AS A UNIT FOR

« RECORD SERIEB TITLE

|
!
. Materials and Supp11es Physical Inventory

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOAESR

5. EARLIEST YEAR/LATEST YEAR
1988 1o 1990

I 6.
| ‘N THE SERIES.

RECORD SERIES DESCRIPTION (-RIIPLY DESCRIBE THE TYPES OF INPOMIATION/DOCMTB/POM’ FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

These records record the physical supply and material? inventory that was taken.

{ 7. RECORD SERIES FORMAT(S) 8.
O MICROFIIM

O LEGAL SI1ZE

i
1
X LETTER SI1ZE
0 CaMFUTER TAPE

BOOK O FLOPPY DIsSK

0O AUDIO TAPE B VIDEO TAFPE

D OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
0O NUMERICAL
U cHRONOLOGICAL
O GEOGRAPHICAL
XX oTHER(SPECIFY)

By Area and Program

VOLUME

® FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER({SPECIFY)

1/10
RUMBER

10. ANNUAL ACCUMULAT ION

8 FILE DRAYER(S}
1/20 O MICROFILM REEL(S)
KUNEPE D COMPUTER TAPE(S)

O emyEr(speEcCIFY) 0

{31 Fice 1s useD 12. E{LE BECOMES INACTIVE AFTER
Q paiLy O WEEKLY = MONTH( S . B YEAR(S
MONTHLY RUMETE § {s) (s8)

j 13. CURRENT LOCATION(S) {ELDG.,FLOGR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
321 Fallsway, 2nd Floor ' tir yes, sPeciry raenxcy or orrice)
Baltimore, Maryland 21201 T OYES ® NO '
1S. ACCESS RESTRICTIONS C YEs tXno 16. AUDIT REQUIREMENTS

(1” yes, ciTx Law(s) & mxguraTiOon|s)

O NONE §s'rxn: O FEDERAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1y vyES.DOPLAIN
BRIKEFLY AND DESCRIRE ANY HARDIARR/'OFTIAR!)

0 vyEs X Nno

@

ek

18. RECOMMENDED HETENTION e s wem s

a
S 3(

Retain for three years and untq31a11’aud1t’
requirements have been fp1f111ed then destroy.

AN

18. NAME AND TITLE OF PREPARER 20,

Thomas J. Gramil, Administrator (301) 333-6874

TELEPHONE NUMEER

P

21. DATE

1990

July 27,

DGS 530-4 (REVISED 2/87)




~

SHSTRUSTIQNS --TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
GEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTGORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥WITH RECORDS RETENTION SCHEDULE _P.O. BQX 278 PAGE 8 or 8
( $850-1) JESSUP, MARYLAND 20794
—11I!E;VGH1ENW/AGENCY 2. DIVISION 3. wIT
Dept. of Juvenile Services Support Services Headquarters

DEFINITION-RECORD SERIES-A 9TOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
. REFERENCE AS WELL AS RETENTION AND DISPOBITION PURPOBESR

f &. RECORD SERIES TITLE 5. EARUIEST YEAR/LATEST
t o . . 1988 o 1990
‘ Report of materials and supplies.

| 6. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBK THE TYPKES OF INFORMAT)ON/DOCUMEINTS/FORMS FOUND
‘1IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

Report filled out annually and sent to the Department®of General Services.

i 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
® LETTER SiZE D MICROFILM : O ALPHABETICAL O FILE DRAWER(S)
A O MICROFILM REEL(S)
O LEGAL sSI1ZE O CQMFUTER TAFE O NUMERICAL O COMPUTER TAPE(S)
ROMBER gy sPEC!
BOOK O FLOPPY DISK O CHRONOLOGICAL, 2 pages  CTHERI Fr)
o o a ‘
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULATI1ON
O OTHER(SPECIFY) % oTHER(SPECIFY) O FILE DRAWER(S)
. . O Micro REE
By Departmental Unit MICROF ILM REEL(S)
EUBEEEED COMPUTER TAPE(S)
°Sé OTHER(SPECIFY)
P41 rFite 1s useD  pppually ot T s mmeoves macTive N?:R
O palLYy ' D wEEKLY O MONTHLY . 0 MONTH(S) . ¥ YEAR(S)
249)20:14
! 13. CURRENT LOCATION(S} {ELDG.,FLOOR,ROOM) .| 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
© 321 Fallsway, 2nd Floor N tir vyxs, sreCiFY raENCY OR OPFicE)
- .Baltimore, Maryland 21201 Ovyes B no
15. ACCESS RESTRICTIONS OyEs ©no 16. AUDIT REGUIREMENTS

(3 yEs, ciTx LAW(S) & mxauraTiON(S) '
O NOGNE § STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?
‘ (17 vxs,D>Lan 18. RECOMMENDED RETENTION .
BRIKFLY AND DESCRIRE ANY HARDRARE/SOFTWARK ) . . .
. Retain for three years and until all audit

vyes & no requirements have been fulfilled, then destroy.

13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Thomas J. Gramil, Administrator (301) 333-6874 July 27, 1990

DGS 330-4 (REVISED 2/87)
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4

SHSTRUCTIGNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROQAD
P.O. BQX 273

AGENCY RECORDS INVENTORY

B, v

7 8
JESSUP, MARYLAND 20794 PACE or
1.  DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
Dept. of Juvenile Services Administrative Services Headquarters

DEF INITION-RECORD SERIES-A OROVP OF RELATED RXCORDS NORMALLY FILED
. REFERFENCE AS WELL AS RETENTION AND DISFOBITION PURPQAER

i 4. RECORD SeriEs TiTLe Department of Juvenile Services
. Equipment- Inventory System Trarnsfer 'of Equipment -

AND USKD AS A UNIT POR

5. EARL]EST YEAR/LATEST YEAR
1988 o 1990

| 6. RECORD SERIES DESCRIFPTION ‘.llln" DESCRIBE THE TYPES OF INNMTIONIDOCMTIIPOM FOUND

‘1IN THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES)

Form is used to transfer equipment from one unit or pfoject to another unit or project.

[ 7. RECORD SERIES FORMAT(S)
8 LETTER SizE O MICROFILM
0 LEGAL SizE U COMFUTER TAPE
BOoK U FLOPPY DISK
0 AuDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
& cHRoNOLOGICAL
O GECGRAPHICAL

O OTHER({SPECIFY)

9. VOLUME

O FILE DRAYER(S]
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER [ OTHER(SPECIFY)

1 sheet

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)

mﬂ COMPUTER TAPE(S)
50 -0 OMER(SPECIEY)

111 pire 1S useED

QO paAlLY 0O ¥EEXLY

Jr1z.

R MONTHLY . RUNEEE

FILE BECOMES INACTIVE AFTER

O MONTH(S) . X YEAR(S)

! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM)

321 Fallsway, 2nd Floor
_Baltimore, Maryland 21201

t1r vxs,
g vyeEs

' 14. 1S RECORD SERIES DUPLICATED ELSEYHERE?

SPECIFY 2GENCY OR OPFicE)

K no

135. ACCESS RESTRICTIONS

% no

O YES 16. AUDIT REQUIREMENTS
{ir y28, c1Tx Law(s) & rxaurLaTION(S)
0O NONE %rsnux: O FEPERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USEDY
(1F ves.o>LaN 18. RECOMMENDED RETENT JON

BRIEKFLY AND DEKSCRIBRE ANXY MRDIMR’.Omm,

DY.ESENO

‘requirements

Retain for three years and until all audit

have been fulfilled, then destroy.

. =

19. NAME AND TlTLF OF PREPARER

Thomas J. Gramil, Administrator

20. TELEPHONE NUMEER

(301) 333-6874

21. DATE

July 27, 1990

DGS 3350-4 (REVISED 2/87)




SNSTRUCTIGNS - -TYPE OR PRINT A
E.PARATE FORM FOR EACH NE¥ OR
REVISED RECORD SERIES. FORXARD

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 27% pace 8 or 8
?
_(‘uo-x) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
Dept. of Juvenile Services Administrative Services Headquarters

DEFINITICON -RECORD ER!ES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT POR

REFERFNCE AS WELL AS RETENTION AND DISFOBITION PURPORESR

| 4. pecorp seriES TITLE =
. Excess Property Declaration

5. :ARLEEST YEAR/LATEST YEAR
1988 4o 1990

| 6., RECORD SERIES DESCRIPTION ‘-RIIFLY PESCRIBK THE TYPES OF INNMTION/DOCM?!/FOM FOUND

‘IN 'THE SERIES.

INCLUDE TMX PURPOSE OR FUNCTION OF THK SEFIES)
Y

| Records property that is excess and removed from inventory.

| 7. RECORD SERIES FORMAT(S) 8.

® LETTER S1ZE O MICROFILM
O LEGAL S1ZE U COMFUTER TAFE
BOOK O FLOPPY DISK
O AuD1O TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

Program & Project

VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAFPE(S)

NUMEER q OTHER| SPECIFY)

1 sheet

10. ANNUAL ACCUMULATION
O FILE DRAWER(S])

O MICROFILM REEL(S)

0 COMPUTER T. S
50 sheeEs o zrgga‘spgcfv(\ :

I 11- pire 1s USED
Q paAlILY

O wEEKLY & paonTHLY

—
12. FILE BECOMES INACTIVE AFTER

m O MONTH(S) . 8 YEAR(S)

' 13. CURRENT LOCATICON(S) (ELDG.,FLOOR, ROCM)
321 Fallsway, 2nd Floor

- Baltimore, Maryland 21201

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sreciry saENcY OR oFFicE)
0O YES 8 NO

15. ACCESS RESTRICTIONS ODyes U nNo
(i@ yes, c17vx LAw(S) & rEouLATION(S)

16. AUDIT REQUIREMENTS

ONONE B STATE U FEDERAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED?T (1yr vyRS.EOPLAIN

BRIKFLY AND DEKSCRIRE ANY HARDIARE/'OFTIAR‘)

Oyes ¥ wno
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RECOMMENDED RETENTION !
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Retain for three years and wuntil all audit
requirements have been fulfilled, ther®déstroy.
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18. NAME AND TITLE OF PREPARER 20.

Thomas J. Gramil, Administrator

TELEPHONE NUMEER

(301) 333-6874

21. DATE

July 27, 1990
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